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Overview

Groupcall Messenger helps bridge the communication gap between the school office,
parents, teachers and other school contacts. It provides a quick and easy way of sending
mobile phone Text messages (SMS), email messages (with attachments), automated Text to
Speech messages (VOICE CALLS) and/or pre-recorded voice messages to one or many
recipients, or a combination of the three quickly and easily.

Messenger can be used by primary and secondary schools. It reads and fully integrates with
pupil, staff, groups and attendance information held in the school Management Information
System (MIS), e.g. Phoenix Gold, SIMS or CMIS.

Text Messages - Groupcall Messenger allows you to send a message together with a list of
destinations to a centralised Groupcall server (via the Internet) which then sends individual
text messages to each recipient. The server keeps track of each message and confirms if it
has been delivered or not. The Groupcall software communicates with the server to show
you information about your messages.

Email Messages - The email element of Messenger provides similar functionality to that
provided by sending text messages, allowing message recipients to reply directly (if
required) to the message sent to them. Messages can be sent to one, several or all pupil
parental contacts held within your database, depending on your selection criteria. Message
recipients are treated as individual addressees, thus ensuring security and non
redistribution of personal or private information, in the same manner that is adopted when
delivering SMS and Voice messages.

Voice Messages - The voice element of Messenger calls landlines (or mobile phones), speaks
the message you typed or plays the message you have recorded and records a response from
the parent (if required). This response is brought back to the originating message author
and is kept in the local database.

Messages can be recorded in other languages and be sent based on the home language of
the parents, which is automatically identified by Messenger from the MIS.

Messenger also provides a secure website which allows you to send text messages to your
parents, staff and contacts even when you cannot get onto the school administration
network. You can create groups of recipients by event or year or activity and these groups
with their mobile contact details can be uploaded to the Groupcall website from the
desktop software with the click of a button. You can securely access the Groupcall website
from any Internet café or Internet equipped home computer and send a message to any of
these groups or even the whole school.

Concepts of Groupcall Messenger

There are four easy steps to understanding Messenger:-

1. Deciding how you want to send (route) your message i.e. as SMS, eMail, VOICE or a
combination of the three.

2. Making a list of recipients (one or many) who you want to receive the message. This
may be comprised of parents, teachers or other contacts in any combination.

3. Typing or recording the message you want to send.

4. Checking the status of messages sent and monitoring /listening to the recorded
responses from recipients who have been sent VOICE messages.
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Running Messenger for the first time

o
To start the program, find the GroupCall icon “ onthe desktop or click on Start and
then Programs and then GroupCall.

The following screen will appear:-

¢ Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 15 mins |_||E|E|

! File Messages Help

Pupils ISI:aFF ] Contacts [ Groups ] Attendance ]

EtLIdEI'It Select
| Class Year
Albert, Jackie - Room 4 ~ |=:P.nv:= W | |=:P.ny:> W |
Alkitik, Adarm - 9.1 = Gender House:
Allen, Penelope - Room 5
allen, Tamara - Room 2 |‘:"3"-'V:b > | |‘:'°'”V} > |
Amber, Kyle - Room 2 Only Include Students From
Anderson, Ben - 10,1 -
anderson, Kurt - Roam 3 |AII Students vl [ All Pupils
Andrews, Luke - K/P b
Send using | 5MS w | as a preference, except for members of group -

For voice calls include Horme, Mobile or [ ] Waork numberi(s)

Selected Destinations

¥ Route  Surname First Warme Class | Year House AftendanceInfao SMS Waice

< |

.:EI

|

Groupcall always starts here where you can search for recipients to send messages to. You
are now ready to put together a list of recipients.

Making a list of recipients

When compiling a list of recipients, it is important to remember that everyone on the list
will receive the same message (unless you are sending an attendance message - see
Appendix 2 on Attendance). So, for each message, the first thing to do is identify everyone
it should be sent to.

The screen is split into three sections (see above). The top section allows you enter
information to search for pupils, staff or contacts (and attendance where appropriate).
The middle section provides a choice of routing options for your message and the bottom
section shows the search results.
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Message Routing Options (Middle section)

Send using | SMS « | as a preference, except For members of group -

For voice calls include Home, Mobile or [ Work number(s)

The following elements are combined to decide how a message is routed and what contact
numbers are used.

1) Routing Preference - Messages can be sent as SMS text, Automated VOICE (text is
converted to speech), personally recorded (natural Voice), an eMail message or a
combination. This section allows you to select a preference or opt for TEXT ONLY. For
example, if you choose SMS as a preference the system will try to send your message as a
text to all recipients with a mobile phone number. Any recipients without a mobile number
will receive an automated or natural VOICE message to their landline number(s) stored in
the MIS database. You should check and if necessary, adjust your routing preference prior
to creating a list of recipients. To do this, click on the down arrow, on the ‘send using’ box,
and click on an alternative route.

NB: It is possible to identify a group of recipients and control their routing preference. This
group can then be entered in the field ‘except for members of group’ (see illustration
above) as an exception. For more information on this, and to see how to permanently
exclude specific telephone or mobile phone numbers see Appendix 3.

2) Including/Excluding types of Contact Numbers (Home, Mobile, Work) - The Groupcall
system assumes that all contact numbers stored within the MIS (with parental
responsibility) should be used as possible routes for a Voice message. If a message is not
delivered to one number, it will, after an agreed number of retries, trip over to the next
available number (in the order of priority specified in your Groupcall settings). However,
you can click on these boxes to uncheck the options if you wish to exclude one or more
destination types.

You can also adjust the routing preference for individual recipients after a list has been
created (see page 8 - Search Results).

Searching for Recipients (Top Section)
Searches can be made for Pupils, Staff, Contacts or any combination as follows: -

Pupils Search looks for current pupil information in the school role (from the MIS database)
and is a quick and easy way to locate an individual pupil. Just start to type their surname
and the list below will move alphabetically to the pupil you’re looking for. When you get
close, just use the arrow keys to move the highlighted bar to the required student and hit
<Enter>. The selected name will appear in the list below. You can now start to type
another name and add them to the list as well. As with all of the searching functionality in
Groupcall, unless you “Clear” the recipient list at the bottom of the screen, recipients will
always be added to the current list.

The Pupils search allows you to add pupils one at a time, but you can add classes or a whole
year group (or combinations) at one time by entering the search values in Class, Year and
Sex and selecting “Add”.

The “All Pupils” button is also available to quickly add all “Current” pupils at the school.
This is a complex process and can take a while.

The following example would add all of the males in year 3 to the recipient list (when the
“Add” button is pressed).
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! File Messages Help

Pupils lStaFF ] Contacts | Groups ] Attendance ]

Student Select
Class Year

Add =
albert, Jackie - Roor 4 ~ |<;,n,|-,y;> i | |3 4 |
Alkitik, Adarn - 9.1 i Zender House
allen, Penelope - Room 5 m
fllen, Tamara - Room 2 |Ma|e b | |«:P.ny> v |
Amber, Kyle - Room 2 Only Include Students From
Anderson, Ben - 10.1 -
Anderson, Kurk - Room 3 |.C\II Students v| [ All Pupils ]
Andress, Luke - KIP b

Note: Whilst the pupil’s information is displayed in the recipient list, it is their parents/guardians
who are sent messages.

Staff Search will allow you to pick one member of staff at a time from the list of staff
members and “Add” them to the list. You can also pick the Staff Type and any member of
staff which comes into that category will be added to the list. In the example below,
anyone who is a “Teacher” will be added to the recipient list.

This functionality (Staff Search) is available in conjunction with Phoenix Gold and CMIS.

ﬁGruupcall Messenger - Integris - West Coast District High School - Next Status Check in 15 mins u@@

! File Messages Help

Pupils  Staff ]Cnntacts i Grnups] Attendance]

Teacher Staff Type

Class Teacher

Deputy Principal
Abbott, Lainey - Permanent =pULY FrINCiRa
Form Teacher
#lan, Mark. - Permanent Nan-teaching
Alan, Tracey - Permanent .
Barclay, Harris - Permanent Frincipal
Best, Carl - Principal Temporary Relief
Brigg, Jo - Form Teacher parary

Brooks, Fiona - Temparary Relief
Calvin, Jenny - Permanent

&dd

]2

£

Contact / Group Search will allow you to pick one contact at a time from the list and
“Add” them to the recipient list. ‘Contacts’ is a directory of people who are not held
within the MIS and is maintained in Messenger. You can also pick from a Group and anyone
in that group will be added to the recipient list. In the example below, “Joanne Barnett”
would be added to the recipient list.

EGrnupcall Messenger - Integris - West Coast District High School - Next Status Check in 5 mins

! File Messages Help

F‘upils] Staff  Contacts | Groups ].ﬂ.ttendance]

Contacts Groups

Barnett, Joanne - 2005 Masters Dairy Trip (Pupils)
2005 Soccer Club (Pupils)
2005 West Coast Flippers (Pupils)

|

Earnett, Joanne -

Deans, Lisa - Deans CHS 2005 Yanchep Picnic (Pupils) 1

|

; ranual
Donna, Howie - 2006 Darwin Trip {Pupils)

Elger, a_actqu_eline - 2006 Junior Chair (Pupils)
er, Yichoria - — 2006 Mountain Climbers (Pupils)

IE:LED“HMEI‘-;; 2006 Senior Chair (Pupils)
) Alec - 2006 Student Council (Pupil
Gray, Derek - v g .-.H-.T--?—IT!I?..CIIE.. Hl:ull_f) v
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The recipient list can contain any combination of pupils, staff and contacts. Recipients are
always added onto the results list, so if you searched for all girls in 3M and then all of the
boys in 3M, you would have made one recipient list of all children in 3M.

To Add a new contact, right-click within the Contacts box and Select Add. Enter the
relevant fields as follows:-

Contact E|

First Mame
Andy

Surname
Williams
tobile

07710 124567

Home Phone

Wwiork Phone

eMail

Language

I oK ][ Cancel ]

To modify or Delete a contact, right-click on the contact and select the required option
(deleting contacts removes them from the Groupcall directory).

If there is a requirement to send a text message to a unique destination (one-off recipient),
you can use the “Manual” button on the Contact Tab. Simply complete the First name,
Surname and mobile nhumber and the recipient will be added to the list.

The contact information typed for a “Manual” message will not be stored once the message
has been delivered.
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Search Results (Bottom Section)

This section displays the list of recipients for the message. This list can be modified in the
following ways:-

Individual recipients can be removed. To do this either click on the recipient to highlight
it and press the delete button on the keyboard, or tick the box next to the recipient’s name
by clicking on it and then click on the ‘Remove Marked’ tab at the bottom of the screen
(this is a better method for selecting and removing multiple recipients from a list in one

g0).

NB: Removing recipients from a list just clears them from the screen. It does not delete
them permanently from a group or from the database.

The list of search results can be saved as a new group. To do this, click on the ‘Make
Group’ button at the bottom of the screen and giving the group a name for future retrieval.
The group will be stored in Messenger and will not be written to the MIS database.

The message route can be changed for individual recipients. To adjust the route, double-
click on the Routing Type (SMS or Voice) next to the recipient’s name and it will toggle the
preference (SMS to VOICE, VOICE to SMS).

= If you make a mistake and you want to start again, the Clear button
will clear the recipient list and allow you start again. The people in

the list are not lost or deleted in any way; they are just cleared
from the screen display.

4 Recipient(s]

Now that we have created a list of recipients it’s time to prepare the message that we
want to send to them. Groupcall also supports searching “Attendance” information from
the Phoenix Gold, SIMS and CMIS systems. For more information, see Appendix 1.
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Preparing the Message

You can only prepare the message text when you have identified who you want the message

to be sent to. Hit the | WD B | button to go to the message editor. It will look
something like this.

You will be presented with a message screen according to the types of message that you
have selected, if your recipient list consists of only SMS destinations, then you will be
presented with an SMS Text Message template as follows:-

Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 5 mins E]E|g|

! File Messages Help

Available Templates Summary
SMS Text Message SMS Text Messages (2)
English Recipients (2) 103 Characters | 1 Unit
<Mew:
i Groupeall Scotland
|<V First Diay Contact | $firstnamed is absent from school today. Please provide a

Good Aftermoon note as soon as possible.
Match cancelled
Plaase Call

School Clased Type the text of your

Sports Dap CAN message here!
Thank. you

- |
SMS Text Meszage

2
- W

[ Delete ] [set as Default [ Impork ] [Save Template As... ]

[ Also send as eMail, [ Send Message ko List l [ Cancel l
| 2 SMS (Text) destinationis) in list ﬂ

The Message Text box is the place where you type the message. Remember that what you
are typing will be sent to every recipient. As you type, you will see the number of
characters you have left appear next to the “Message Text” label on the screen. Should you
wish to send a message larger than 160 characters (which include letters, numbers, spaces
and blank lines) please select File, Settings where you will be able to enable ‘Allow large
SMS messages’ which will tag messages together and deliver them to each recipient.

Templates are a convenient way of saving a message so you can use it more than once. If
you are typing a message which you could use again, save it as a template using the “Save
Template As” option. Once you have given it a name, it will appear with any other
previously saved templates. Simply double-clicking on a template name, the template
message text will be copied into the current Message Text. If there was any text in the
“Message Text” box, it will be replaced so take care (See also Appendix 2 - Attendance -
Templates and Mail Merge).

Now that you have prepared the text of the message and you have a list of recipients, you
are ready to send the message.
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If your message recipient list contains both SMS and Voice destinations, you will be
presented with templates for both SMS and Voice messages as shown below:

Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 5 mins EJ@|PZ|

! File Messages Help

Available Templates Summany
Attendance {Response Required) SMS Text Messages (1)
English Recipients (1) 85 Characters | 1 Unit
<Mews
i Groupcall Scotland
|<V First Diay Cantact | fFirsthame} is absent from school today. Please provide a
General Message reason.

Yoice Messages (1)

rar English Recipients (1), Text to Speech message

Text to speech
$FirstNarme$ is absent from school today, Please provide a reason,

|
Attendance [Aesponse Required]

Attendance [Recorded Responsze Only)

Broadcast
»
[ Delete ] [ Set as Default ] [ Import ] [Save Template As. .. ] [ Configure Yoice
[ also send as eMail, l Send Message o List ] l Cancel ]
| 1 Voice and 1 SMS (Text) destination(s) in list ﬂ

It is important to note the different types of Voice template that can be selected. The
available templates are grouped together as follows: -

Attendance (Response Required) - where parents will be given the option to either leave a
recorded voice message or talk directly to the school. Any of these templates will continue
to call the parents until they have responded.

Attendance (Record Response Only - where parents will only be given the option to leave a
recorded message. Any of these templates will continue to call the parents until they have
responded.

Broadcast Message - where parents will only be given the option to leave a recorded
message. Any of these templates will stop calling the parents when they have heard the
message. They do not have to respond.

This functionality may prove invaluable when limited resources are available within the
main office and an influx of parental calls may be derogatory to a normal operating
environment.

Within each template type, a default message can be specified, this is identified above by
the representative ‘green tick’, this can be easily modified to suit your requirements by
selecting the required template and clicking the ‘Set as Default’ button.

In the example above, the message sent by SMS and the message spoken by the automated
voice call (text to speech) are the same. In some circumstances, it may be useful to
expand on the message sent by voice call as typical abbreviations used in SMS messages
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hamper the clarity of voice calls. It is advisable to make voice call text as meaningful as
possible and for it to be written like a spoken sentence to obtain the best result.

To modify the contents of the Voice message, click the hotlink ‘Text to Speech’ which will
display the following dialog box:

Yoice Messages (1)

2 & English Recipients (1), Text to Speech message

T First Day Contact {Response Required) - Message

BFY | $Firstiarmed was absent from school today, Please provide a reason,

Attendance [Response Requir._

Attendance [Recorded Respo...

3
-

[ Delete ] [ Set as Default ] @

0K H Cancel ] ]

l| 1 Voice and 1 SM5 (Text) destination{s) in list

The Voice message can now be refined (if required), as follows:

= Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 5 mins _||E|FX|

! File Messages Help

Available Templates Summany
Attendance {Response Required) SMS Text Messages (1)
English Recipients (1) 85 Characters | 1 Unit
Mew:
i Groupcall Scotland
|V First Diay Cantact | $Firsthame} is absent fram school today. Please provide a
reason.

General Meszage

Yoice Messages (1)

rar English Recipients (1), Text to Speech message

Text to speech
$FirstNarme$ is absent from school today, Please provide a reason to

the schiool office as soon as possible.
Thank *ou.

e |
Attendance [Aesponse Required]

Attendance [Recorded Responsze Only)

Broadcast

»
-

[ Delete ] [ Set as Default ] [ Impork ] [Save Template As... ] [ Configure Yoice

[ also send as eMail. l Send Message bo Lisk ] l Cancel ]

| 1Vfoice and 1 SMS (Text) destination(s) in list ﬂ
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When your message is prepared, click the “Send Message to List” button to send the
message or “Cancel” if you have changed your mind and don’t wish to send (the current
message text will not be saved).

When sending the message, you will be asked to give the message and recipients a
reference (this is for your own use) which allows you to identify it in the future. Pick
something meaningful which will remind you later what the message was all about e.g.
“Football Training Cancelled”. The time and date is automatically added for you.

As the message is transmitted, delivery information is reported in the “Transfer Status” box
at the bottom section of the screen. When the message has been delivered to the Groupcall

Bureau, a box will appear confirming the message has been sent to the Groupcall server. It
will look like this:-

ransmission Status

Sending SMS batch (1)... *~

{0y Messages Submitted For Sending - O - {4E1F35BD-8EAF-4405-B2AC-A0E4DF 153150}
Sending Yaoice Messages. ..
Mo Yoice Destinations...
Saving Messages. ..

Message Sent Ok

All that remains for you to do is to check the status of messages that you have sent to see if
they have been delivered. You will also want to monitor the status of your Voice calls and
listen to any recorded responses left from the recipients.
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Who Got the Message?

All messages that are sent are recorded, together with their respective recipients. To get
to the Messages screen, select the Message Menu item and choose “All Messages”. The
following screen will appear:-

All Messages

Sent Messages Message Contents - Summary

Reference ~| |Flease call the school office with regard to an
| . admin matter.
26-May-06 14:24
$Firsthamet $Surnamesd 22-May-06 10:45 ] Thank You

First Day Conkact 17-May-06 10:46
$Firsthames was 17-May-06 10:42
First Day Conkact 17-May-06 10:09
Mew SMS Text Message 09-May-06 21:06
$Firsthamet $surnamesd 09-May-06 17:42
Please cal 09-May-06 17133
Thank you 09-May-06 17:30 “

Recipients

Route [+ Recordin[+]| Mame | Pupil Status [+] Transmission Status [+] Mu
] SMS Paul Wilmott In Transit 4479
< >

[ Refresh ] l Prink ]
| |

The screen is divided into three sections:-

Sent Messages - This provides a list of every unique message sent from the system by any
user. The list is ordered to show the most recent message first. When you click on an item
in the list of references, the information displayed in the “Message Text” and
“Destinations” boxes will change accordingly.

Message Contents - This shows the actual message that was sent to the recipients.

Recipients - This is the list of destinations for each message, showing the route used for
the message i.e. Voice or SMS, the recipient, the mobile or landline number used if and
when the message was delivered. Voice calls show additional information and store any
recorded responses left by the recipient. To listen to a response, click on ‘Message Left’
and a box will appear. The Play button with the green triangle plays the message, then if
required, you can update the status i.e. ‘Message Left’ can be changed to ‘Medical’ (click
on the down arrow on the status bar to see available status codes)

The information in the Messages Screen is correct up until the last time that the system
checked with the Groupcall Server. It is possible that a message had been delivered, but
you will not know about it as the information you are looking at is out of date. To refresh
the information in your database, hit the “Refresh” button. This will check any messages
that have been previously sent, but are marked in the local database as not yet delivered.
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You do not have to be looking at a message to check its status as all messages that have not
been delivered will be checked each time the “Refresh” button is selected.

Text Messages have two status codes, “In Transit” or “Delivered”. For a list of possible
voice status codes, see Appendix 5.

If you need a report showing what has been delivered and what hasn’t, the “Print” option
will produce a handy report with collects the messages NOT successfully delivered together
so that you can deal with them if necessary.

Another useful function of the Messages Menu is the ability to produce a report showing all
messages sent to a specified student. Simply highlight the Student from the list of Students
and select the Messages Menu and the “Msgs to <<Student Name>>" option (the Student
name will appear on the menu). This will display a list of all messages sent to the student’s
parent’s, which can be printed using the “Print” button.

Making the data work for you

A database will only work for you if you spend a little extra time to give it enough
information. Two examples of this are the Contact file and Groups.

The Contact file is used to hold information that is NOT held within the school MIS database
(Phoenix Gold, SIMS or CMIS). An example of this is people from outside of the typical
school infrastructure like security personnel, other head teachers, governors etc. The
contact information for these people needs to be entered into the Groupcall Contact file
and kept up-to-date. This can contain as many contacts as you frequently communicate
with.

Groupcall Messenger - Integris - West Coast District High School - Next Status Check in 3 mins g@g|
! File Messages Help

F‘upils] Staff  Contacts | Groups ].ﬂ.ttendance]

Contacts Groups

Sandler, Ellen -

Gray, Derek -
Kane, Janice -
Millar, Dave -

Roﬁston Lawrence -

Steel, Jamie - Deans CHS
Tavlor, keith -
‘Wilmokt, Paul -

2005 Masters Dairy Trip (Pupils)
2005 Soccer Club (Pupils)

2005 West Coast Flippers (Pupils)
2005 Yanchep Picnic (Pupils)
2006 Darwin Trip (Pupils)

2006 Junior Choir (Pupils)

2006 Mountain Climbers (Pupils)
2006 Senior Chair (Pupils)

2006 Student Coundil {Pupils)

A e e im o h b il

Fas

Manual
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To modify the contact “Ellen Sandler”, go to the screen as shown above and right-click on
the contact you wish to change. Select “Modify” and you can change the details of this
contact as follows:-

Contact

First Mame
E Il

Surhame
Sandler
tabile

07768 12450
Horme Phone

wéork, Phone

eMail

Language

Motes

x)

][ Cancel ]

Change any of the details as appropriate and hit “OK” to save the changes. To add a new

contact, select “Add” instead of “Modify”.

The principle behind the Group information is exactly the same. Groups are a collection of
recipients (parents, staff and/or contacts) under one title. You can have as many groups as
you wish and save them for later use.

Group Maintenance is available from the File Menu.

Lists of all
existing groups. (

All members of
selected group.

Group Maintanence

Groups

Partiz 2002 [Phoenix) A
School Band [Phoenis]

Science Club [Phoenix)
Ski Trip [Phoemiz)

Staff Club B

Toim be hmmclie Tamme (W e minidd

Members

Abernethy, Ann-tarie - 2M [Pupil]l &
Chapman, Lucinda - Bk [Pupil]
Farrington, kartin Piers - Sk [Pupil]
Hellum, Sally Elizabeth - 5k [Pupi]
Jariezon, Lesley Jane - 55 [Pupil]
Johnstor, Eve Marie - B [Pupil]
Micolzon, Jonathon Grakarm - 55 [P
Robertzan, Edith Pauline - Bk [Pupi

T ait, Lynnette G ail - 5 [Pupil)

Tait, Marie singela - 5k [Pupil)

Tindall, Janice K.aren - B [Pupil]
Tindall, Meil Henry - 5k [Pupil)
Wizhart, Lucinda Jane - Bk [Pupil]

Fublizh 1 marked Group

Abernethy, Malcolm
Abemethy, Sean Paul
Anderzon, Loraine Cl
Anderzon, Mitchell Jul

Lists of pupils, staff
or contacts that
could be added to a
group.

Anderzson, Roland Chy

Anderzon, Valerie Elizabeth - 3C
Baverstock, Samantha Jane - 1G
Bawter, Clare Marianne - 4T
Brown, Alizon Naomi - BF

Brown, Mevil Stephen - 4T
Chadwick., Benedict Adam - 55
Chadwick, Scott Michael - BF
Chapman, Lucinda - Gk
Chapman, Siman Matthew - BP
Cheyne, Alan Chigtopher - 55
Cheyre, Barry Adrian - 2N
Cheyne, Michael Stuart - 4F
Clark, David Peter - TH

Clark,. Gail - 4P b

Cloze

Last published - 05 May 2006 14:14:30
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A group must be selected before you can add to it or remove from it. Simply find the Pupil,
Staff or contact from the lists provided. Click on their name and hit the “<< Add” button.
You will see their name appear in the member’s window for the selected group.

Any changes made to a group are automatically saved.

User Guide ML v3.7i Page 16 of 38



e groupcall

text « email « voice - web

Appendix 1 - Attendance Searching

The Attendance Tab in Groupcall will only appear if the school Management Information
System (MIS) has the attendance module installed.

This facility allows you to search (typically) for pupils recorded as “Unauthorised Absence”
on a particular day.

The Attendance tab looks as follows:-

EEX

= Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 5 mins

! File Messages Help

Pupils ] Skaff ] Contacks [ Groups — Attendance

|Attendance Tvpe w | | IUnauthorised Ahsence - Unres: T

Class ear
Date From Date to

|<:P.ny:= V| |«:P.ny:> V|
Mon, SFebonnz v | [Mon, SFebz007 | |AMandPM v oo

|<:P.ny:= V| |<:F\ny:>

v

Only Include Students From
|.C\II Students

- | Search

w | as a preference, except for members of group -

Send using | SMS
For voice calls include Horme, Mobile or [ | Waork numberi(s)

Selected Destinations

¥ Route | Surname First Mame Class | Year House  Aftendance Info | SMS Vioice

Simply select the date and the type of Attendance / Absence and hit “Search”. This type of
search can take a few moments depending on the number of pupils in the school.

The typical use of this facility is to search for all children who are recorded as
“Unauthorised Absence” on a particular day and inform their parents using Groupcall by
sending them a standard text or Voice message.
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Appendix 2 - Attendance - Templates and Mail Merge

When you are preparing the text of your attendance message, you can use “tokens” within
the text of the message. Tokens are special words which are replaced when messages are

sent. The result is that the same message can be sent to a number of recipients (parents),
but the message they each receive will be different. This is because the tokens allow it to
be personalised with the child’s name, for example.

A full list of the tokens follows:-

Token Token name in message Purpose

First Name SFirstname$ Replaces with pupils first name
Surname SSurname$ Replaces with pupils surname
Attendance SDates$ Replaces with information found as a
Dates result of an attendance search from the

Attendance Tab. This information is
displayed in search results screen in the
column labelled “Attendance Data”.

To insert a token in the text of a message, simple right-click when the mouse is within the
“Message Text” box and select Insert Tokens. When you have chosen the token you want,
the token name will be inserted.

Note: The length of the actual token in the message is not significant, in other words, whatever the length of the
token used, the actual data will replace the token at transmission time no matter how long the word is between
the $ signs.

When preparing Message Text, you cannot have a message longer than the maximum text
message length of 160 characters. However, when sending attendance messages including
absence dates, it is possible for the message to be longer than 160 characters. Groupcall
handles this by automatically splitting the message into two (or more) parts when it is sent.
Almost all modern mobile phones will reconstruct the message when it arrives.

When you send a message which contains tokens, it will take longer because each message
is different.
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The Messages screen has an additional function to allow you to see what was actually sent
to a recipient.

Moving the I_—

mouse
over a

name will
highlight

it!

B A Messages

Sent Messages Message Contents - lona Geddes

Reference |Sent

Absent Tuesday 21st March 06 21-Mar-06 10:09
Absent Monday 20tk March 06 20-Mar-06 09:46
Absence Friday 17th March 06 17-Mar-06 09:45
Absent Thursday 16th March O 16-Mar-06 09:44
Absent Wednesday 15th March 15-Mar-06 09:50
Absent Tuesday 14th March 06 14-Mar-06 09:44
Absent Monday 13th March 200 13-Mar-06 09:52
Absence - Friday 10-03-06 10-Mar-06 10:59
Absent Thursday 9th March 201 03-Mar-06 09:51
Absent Wednesday Sth March : 08-Mar-06 10:03

L

v

Thank you

lomawas absent from school on 21 Mar. Please
contact the school office as soon as possibile.

Route [+]| Recordin[=|| Name | Pupil Status [+ Transmission Status [+
+] 5M3 Kirsty Andrews Delivered ip
= sMs Mellizza McGrath Rejected - Check number if
# lona Geddes Delivered [
Bobert Cruickshank Delivered 0z
Luke Golightly Delivered e
M3 Daniel Donovan Delivered o
# 55 Amie Taylor Delivered iF )
= Keny Bennett Delivered 03
#] 5M3 Connor Mearns Delivered 0z
+] 5ms Amy Bennett Delivered i
] 5Ms Sarah Gorski Delivered 0w
< | ¥

[ Refresh ][ P |

Close

Clicking on the highlighted name will change the Message Text to reflect the actual
message sent (i.e. “lona” was absent from school on the 21* March).

e
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Appendix 3 - Routing Preference - Creating & Excluding Groups

Send using | SMS « | as a preference, except For members of group -

For voice calls include Home, Mobile or [ wWork number(s)

As previously stated, you can select a routing preference for a recipient or group of
recipients prior to sending a message. However, in some cases recipients may prefer that
messages are only sent to them via one route i.e. some parents may not want to receive
SMS text messages because their mobile phones may have a bad reception etc.
Alternatively, the school may decide that it is more effective to contact certain parents by
voice because they are more likely to respond.

Remembering these exceptions, on a day-to-day basis, may be difficult. To solve the
problem you can compile a list of these particular recipients and then save this list as a
group named, for example, ‘NO TEXT MESSAGES’ or ‘UNRESPONSIVE PARENTS’.

Whenever, you compile a list of recipients with your routing preference set to say, SMS, you
can select that anyone in the group called ‘Unresponsive Parents’ will have the opposite
routing preference (eg. VOICE). To do this, click on the down arrow next to .....except for
members of group’ and select the relevant group. Now, when recipients are selected,
these preferences will be automatically applied.
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Appendix 4 - Email Messaging

The ability to send Email Messages in addition to SMS and Voice messages is now available
by selecting (send using) ‘eMail’ from the central bar of the application.

This is an ideal solution to delivering information to parents for documents such as
newsletters, parental consent forms, or information updates.

¢ Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 2 mins |Z||E|E|

! File Messages Help

Pupils ISI:aFF ] Contacts [ Groups ] Attendance ]

EtLIdEI'It Select

| Class Year

Albert, Jackie - Room 4 ~ |=:P.nv:= W | |=:P.ny:> W |
Alkitik, Adarm - 9.1 = Gender House:

Allen, Penelope - Room 5
Allen, Tamara - Foom 2 |‘:""“V> b | |‘:'°'"'¥"> b |
armber, Kyle - Room 2
Anderson, Ben - 10,1
Anderson, Kurt - Room 3 |ﬂ|| Students Vl [ alpupis
Andrews, Luke - KfP

Zinly Include Students From

|52

Send using | ebdail hd

Selected Destinations

¥ Route | Surname First Mame Class | Year | House Attendance Info | e-Mail LangL
[ email Barnett Joanne jbarnett@grou. ..
[ email Wikt Paul sUpport@agroup. .
< I >

l Make Group ] l Prink Lisk ] [ Mext >>» ]
2 Recipient(s) .:EI

Message recipients can be added to the destination list in exactly the same manner as SMS
and Voice recipients, by specifying ‘eMail’ within the central bar of the main application
window, to continue, click ‘Next’, you will then be presented with the following window
which will allow you to prepare the Email message.
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= Groupcall Messenger - Integris - West Coast District High School - Next Status Check in 2 mins |Z||E||z|

! File Messages Help

E Send eMail

File Edit Wiew Insert Format Table 7

Fraom: |infn@westcoasthigh.sch.uk |

Subject: |Term|y Mewsletter |

Message | HTML |

| aria vinvmvEavELuUuEEEEEE ]
4B B

Dear Parent,

Please find attached a copy of our most recent newsletter.

Thanlk you for your support at the recent coffee morming -
Mr Smith =
Headte acher.

£
Attachment: |D:'|,SpringNews.|:udf | [ Send ] [ Zancel l

2 Recipient(z) I

Once the appropriate information has been populated:

‘From’ - to ensure that message recipients can reply to the message if required
‘Subject’ - to ensure that

‘Message Body -to ensure that

‘Attachment’ - if required

Your message is ready to send and can be tracked via the transmission report by selecting
the Messages menu item, followed by All Messages.

An additional benefit of eMail messaging provision is the ability to send a duplicate message
to a corresponding email address, thus ensuring that if a mobile is either switched off, or is
out of signal area, then your message will still be successfully delivered to its intended
recipient immediately.

Simply place a check in the ‘Also send as eMail’ box and not only will your recipients
receive an SMS or Voice notification, but will also receive a copy of this message to their
identified Email address.

[ | |
[ Delete ] [Set as Default ] I_ Impork ] I_Save Template As. .. ] I_ Configure Yoice

[JAlso send as eMail [ Send Message to List ] [ Cancel

1 Voice and 1 SMS (Text) destination(s) in list

User Guide ML v3.7i Page 22 of 38



groupcall

text - email « voice - web

Appendix 5 - Groups and using the Groupcall website

The ability to manage your own groups has another use in Groupcall Messenger. A Group is
basically a number of recipients which can be referred to by a common title. Examples may
be Year 1, Football Squad, and Children on the Bus or the whole school.

It’s easy and quick to make a whole array of useful groups. Follow these instructions to
make a group of staff members:-

1) Open the Groupcall Desktop and make sure there are not any existing message
recipients at the bottom of the screen.

2) Click on the Staff tab, you should see a list of all staff members.

3) Select the All button on the right hand side of the Staff panel and the staff
members will be displayed in the results panel.

4) Hit Make Group and call the Group “Staff” and hit OK.

5) You’ve done it, click on the Contact Tab and look at the list of Groups, the new
Staff group will be there.

The Group Maintenance screen allows you to send your groups to a secure area on the
Groupcall website (www.groupcall.co.uk). It may take a moment to send the information
depending on the speed of your internet connection, but it only needs to be done when the
groups are changed.

The Groupcall website can be used when you cannot get to the school office and/or your
school management system. Once you have loaded groups to the website, you can access it
from any Internet Café or Internet equipped PC. The school will be provided with a unique
User ID and password to logon to the system when they subscribe to the service.

The website can be used to send text messages to Groups of parents, staff and contacts.
Examples of how it might be used could range one extreme like a fire or flood to something
less serious like updating staff over the holidays without going into the school office.
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The following example explains how to send a message from the Groupcall website:-

1) From an internet browser, go to www.groupcall.co.uk

»

Latest News

Groupcall boosts Text & Voice
Messaging for Schools with
Hulti-La

Groupcall, the leading provider of
truancy management and
parental contact systems for
schools, has unveiled 2 molti-
anguage tibeary which wil...

Groupcall featured in article in
The Guardian - August 24th
2007 - Moblle phones are
automatically banned in most
classrooms - fustifiaby so if they
are the conduit for unwanted
outside interruption. On the
other hand they are...

GROUPCALL MESSENGER
SLASHES PHONE BILLS AND
Graupeals Messenger system is currently in use in around 1000 schaols in T
uwmnmm assisting in the monitoring and reduction RONDOM SECONBAY SCHOLS
“of buancy, improving the fow of cmmunicaton between schoos and AURARRcehas inoroiat
parents, and ensuring absences are recognised and checked earter, A

: made easier and telephone bills
""""" e iy of ot cut by an estimated £1600 per

" Sie Bob Geldof, one of Groupcalls Founding Partners, says: “Given that year at...
Hiruancy rates have been increasing year on year, the fact we now have

,independent proof that Groupcall Messenger significantly 0 Partnership With...

truancy is 2 significant milestone for this technalogy. It should

 reduces ;
have e amicatns ool ectionautrtie s e % supporting

sercolreon |ENESNN

@ ivorret

2) Select Members from the top navigation bar

12

GROUPCALL

L 1T MEssasng

1f you are having technical trouble logging in click here.
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3) Enter your username and password and Hit the Login button

Groupcall - Mobile Text Mess: Microsoft Internet Explorer

File Edit V¥ew Favorites Tools Help

Q@Back ~ ) - [*] [2) (0| P search FrFavortes @rMeda € - B - [ 3

Address |@ http: jfmembers. groupcall.co. ukfsms/mem/mempge. asp?Distributor [D=6356 w ‘
MOBILE TEXT MESSAGING ‘J
Home Members Contact Information

Send Messages Check Sent Messages

i Send an $MS message to any of your groups of Chedk to see the messages you sent previously have
Parents, Staff and Contacts. A been delivered.

hiare Infol

2 Wiew Groups Uploaded from your Groupeall desitop @y Logout ofyour Groupoall member acoount.

Mare Info) Mare Infol

@ . Internet

4) Select Send Message to send a message and you will see the following screen:-

roupcall - Send Messages - Microsoft Internet Explorer X|
Eile Edit VWiew Favorites Tools Help ",'
@eack = 0 (¥ 2 (0 D search rFavorkes @ Meda &0 (- L @ - [ 3
Address |€| htkp:ffmembers, groupcall co, ukismsfsndfsndtxt . asp?Distributor D=6 356 v| Go
BROUPCALL &
MOBILE TEXT MESSAGING v
Home Members Contact Information

Send a Text Message:

- International Farmat

LICL ) CE.q 447TEE1 23456 44TTEEE54321
A
List(s)| 5 | - Hald shiftta select muttiple Lists.
P - All Staf v
Label| GROURPCALL w | - Select a Label from the dropdown

Message

- Each block of 180 characters will
- require 1 rmessane unitto send

_ - Mumher of message units
LRl - required PER message

Characters: 0

025 T - -Mobile- % ®

@ ® Internet
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5) The Lists section will contain all of the Groups you have uploaded. You can select
any Group just by clicking on it. If you want to select multiple lists, hold down the
CTRL key as you click. In this instance, all members of all selected groups will be
sent your chosen message.

6) Fill in the Message text that you want to be sent to all recipients and hit Send.

7) The Messages will be sent immediately

You’ve done it, that’s how easy it is to use the Groupcall website in case of emergency
or just when you’re at home and you need to pass a message onto your pupils or staff.
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Appendix 6 - Voice Message Status Codes and their meanings

There are a number of different status messages that will occur for each voice message sent.
The different status messages are listed and explained below. The status shows where the
call ended. Based on the different status messages, the system may try again.

The Groupcall system can make two different types of voice calls:-

(1) Broadcast Calls — This is NOT typically used for attendance chasing because the
recipient is not required to respond.

(2) Attendance Calls (Response Required) Calls — This is where the recipient will be
chased on different numbers until they have called the school or left a message
(depending on the template used).

The way that you choose which type of call is made is by selecting from the Available
template types. In the example below, there are two different template types, both relating to

Attendance calls.

Voice calls will \_

be made until the
recipient either

selects to call the
school or leave a

message.
/

/\/oice calls will \
be made until the

recipient leaves a
message. They
are not offered
the option to call

! File Messages Help

Available Templates

| <Mew |

4 First Day Contact

General Message

Attendance [Response Required)

\> Attend [Recorded Resp Only]

Broadcast

»

Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 5 mins

Summary

Attendance {Response Required) SMS Text Messages (1)

English Recipients (1)
Groupcall Scotland

Yoice Messages (1)

ar

English Recpients (1),

EEX

20 Characters [ 1 Unit

Record or Type Message

[ Irnpork ]

[Save Template As... ] [ Configure Yoice

[ also send as email,

Cancel

kthe school.

[ 1voice and 1 SMS (Text) destinationis) in list

|

There is one available template type which is a Broadcast. Any message prepared within this
section will call the parent, speak or play the relevant message and then the call will end. The
recipient will not be required to respond, although they can if they choose, leave a message.
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Status Message

Meaning

Will Retry

Msg Left on Answerphone

The phone was answered and an
answerphone was detected. A message will
be left and the system will try another
number (if it has one)

YES
(on other
number)

Failed

Call Disconnect
The call was initiated and the pupil
name read, the ‘wrong person’
option was selected, all further call
attempts will stop for this message
Call Introduced
The call was initiated and the pupil
name read, the call was then
terminated by the recipient, the
system will try again
Expired
The duration of the call attempts
has exceeded the time given to
complete a call
TransferOrRecord
The message recipient terminated
the call prior to being successfully
offered appropriate choices, the
system will try again
TransferOrRecordOrEnd
The message recipient terminated
the call prior to being successfully
offered appropriate choices, the
system will try again
Network_disconect
During the process of being
transferred to the school, or leaving
a message, the call was terminated
by the network, the system will try
again

YES

Message Status Unavailable

The software has been unable to retrieve
message status, possibly due to being
shutdown, or not connected to the
network/Internet

N/A

Failed — Retries exceeded

Call failed, all numbers have been called
with no successful response

NO

No Answer

No Answer
The call has been initiated, but
there is no answer at the
destination

No Response
The call has been initiated, but
there is no answer at the
destination

YES

Rejected — check number

The call has not been able to proceed.
Either the number called is unavailable or no
longer in use. You may confirm that the
number has the correct number of digits
(minimum 11). A simple form of
confirmation would be to manually dial the
number to establish if the line is in service.

NO

School Called

The recipient selected to Call the school.
The system will accept this as a completed
call.

NO

Failed connecting to the school

SchoolCalled_far_end_disconnect
Parent has listened to the

NO
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message, selected to talk directly to
the school, but then terminated the
call
SchoolCalled_network_disconnect
Parent has listened to the
message, selected to talk directly to
the school, but the call has not
been able to be taken

WrongPerson The recipient has selected that this is the NO
wrong number to call for the message. The
number will not be tried again for this call. It
will be used in subsequent calls, if you do
not remove it from the MIS system.

Message Left The recipient selected to Leave a Voice NO
Message. The Recording column will show
‘Available’ or ‘Heard’ corresponding to the
appropriate message that has been left in
response to the original call. The system will
accept this as a completed call.
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Appendix 7 - Preparing a Voice Message and recording Voice Prompts

Messenger also allows you to record messages (using a PC microphone) which are sent to
parents, which can be used instead of the automated voice (text-to-speech) facility.
Messenger is shipped with a number of pre-configured templates which mean that natural
(pre-recorded) voice messages are available and ready to be used if required.

The following screen shows a completed “ready-to-use” voice template:-

= Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 2 mins |Z||E|E|

! File Messages Help

Available Templates Summary
Attendance {Response Required) SMS Text Messages (1)
English Recipients (1) 150 Characters | 1 Unit
<Mews
i Groupcall Scotland
|V First Day Contact | FFirstMamed is absent from school today. Please contact the school
General Message office as soon as possible to confirm this absence.
Thank %ou.

Yoice Messages (1)

A @ [ Endlish Recipients (1), Audio message

- e |
Attendance [Response Requir._.

Attendance [Recorded Respo.__

Broadcast
»»
[ Delete ] [ Set as Default ] [ Impoart: ] [Save Template As. .. ] [ Configure Yoice ]
[Jalso send as etail, l Send Message o List ] l Cancel ]
| 1Vfoice and 1 SMS (Text) destination(s) in list ﬂ

To listen to the message that will be sent to parents, select the Play button. If you wish to
re-record the message (you will need a microphone connected to your PC), select the
microphone button and follow the on-screen instructions.
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If you want to listen to all of the voice prompts for your call or if the voice call specifies
that it “Needs configuring”, select the ‘Configure Voice’ button, which will then present
you with the following screen:

Groupcall Messenger - Integris - West Coast District High School - Next Status Check in 5 mins g@g|

! File Messages Help
Editing: First Day Contact
English
Meszzage For pou
teszage
Wait for transfer
Call on Behalf of
School Hame
Intro Optionsz [1 2 3]
Meszzage Options [1 2 3]
Lizten to end of call
Leave message
Tranzfer failed
Goodbye
Stop receiving calls

Englizh - Mezzage for pou
[t zet]

Englizh - Wait For transfer
English - Call on Behalf of
Englizh - School Mame
Englizh - Intro Options [1 2 3]
Englizh - Mezzage Optionsz (1 2 3]
Englizh - Listen to end of call
Englizh - Leave meszage
Englizh - Transfer Failed
Englizh - Goodbye

Englizh - Stop receiving calls

[Save Template Az ] [ Template Surmmary ]

[Jalso send as eMail,

1 Voice and 1 SMS (Text) destination(s) in list

EEEEE

Audio Library

Abzent from zchool
Call on Behalf of
Football cancelled

Goodbye

Intra Options [1 2 3]
Leave meszage
Lister ta end of cal
M eldrum Academy
Meszage for you
Meszage Options [1 ...
Meszzage Waiting
Schoaol Name
Shawlands Academny
Stop receiving calls

Thank you and gcrl"‘.

Zancel

The left hand side of the screen displays the individual parts (placeholders) of the Voice
call that require to be configured.

The right hand side of the screen displays Voice prompts that have been recorded and
stored in the audio library. Each element of the voice call needs to be recorded separately
in the audio library. For an explanation of what should be recorded for each voice prompt,

select the following link:-

www.groupcall.co.uk/voiceprompts.htm

Save entries in the voice library with the same name as the elements of the voice call. This
will prevent you from having to associate a voice prompt with a placeholder every time you

wish to send a message.

However, we strongly suggest that the ‘Message’ prompt is saved with a different label for
every message that you send, this will avoid confusion and will assist you when trying to

remember what each message in the voice library refers to.
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To record a new voice prompt and store in the audio library, simply follow the subsequent
instructions:

Groupcall Messenger N (= @
! File Messages Help
Editing: First Day Contact Audio Library
English
Messzage for you Englizh - Message for you
Message ot set] Abzent from school
W ait for transfer Englizh - W ait Far transfer Call on Behalf of
Call on Behalf of Englizh - Call on Behalf of Football cancelled
School Hame Englizh - School Name
R i X Goodbye
Intro Dptions [1 2 3] Englizh - Intro Options [1 2 3] )
_ - . o Irtra Options [1 2 3)

Mezzage Options [1 2
Lizten to end of call Bave Meszags
Leave message izten to end of call
Transfer failed
Goodbye

Stop receiving calls

{ezzage for you

{essage Options [1 ..

{essage Waiting
[ Record H Stop ” Play H Keep chaal Name

Stop receiving calls
Thank you and good...
Transfer failed

Wit for transfer

ISR
[Save Template Az ] [ Template Summary ] Uze Fename | | Delete
Send Message ko List
| 1 Voice and 1 SMS (Text) destination(s) in list ﬂ

Select Record from the Audio Library section and begin speaking your message, once
complete, press ‘Stop’, you can replay the message that you have just recorded to confirm
that you are happy, then click on ‘Keep’ to save the message with an appropriate

description to your audio library.
Give your recording a
Audio Editor %] meaningful label, and
Give & description of the recarding then click OK.

I oK H Cancel ]

The next step is to associate the prompt that you have just recorded with the appropriate
placeholder in the Voice call.

Ensure that the correct placeholder is selected on the left hand side of the screen, select
the appropriate prompt from the right hand side of the screen and click ‘Use’ as shown
below:
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! File Messages Help

Editing: First Day Contact

English

Messzage for you

W ait for transfer
Call on Behalf of
School Hame

Intro Optionsz [1 2 3]
Meszage Options [1 2 3]
Lizten to end of call

Leave message
Tranzfer failed
Goodbye

Stop receiving calls

Englizh - Message for you
[ '

Englizh - W ait For transfer
English - Call on Behalf of
Englizh - School Name

Englizh - Intro Options [1 2 3]
Englizh - Message Options [1 2 3)
Englizh - Listen to end of call
Englizh - Leave mezsage

Englizh - Transfer Failed

Englizh - Goodhye

Englizh - S5top receiving calls

Abzent from school
| Aftendance Meszage |
Call on Behalf of
Football canceled
Goodbye
Intra Optionz [1 2 3]

Leave meszage
Listen to end of cal

b eldrurm Academy

: Meszzage for pou

>: Meszage Options [1 ...
Meszage Waiting
School Name
Shawlands Acadeny
Stop receiving cal\zl

-+ '

RIS IS ST

[Save Template Az ] [ Template Summary ]

[Jalso send as emMail,

| Lze I! Fename | | Delete

| 1 Voice and 1 SMS (Text) destination(s) in list

Once placeholder and
prompt have been
selected, click ‘Use’

Once you have completed all of the elements, save the template using the “Save Template
As...” button. Then select “Template Summary” and you will see that the Voice message is

now ready to be sent.

You are now in a position to send your message to the recipient list by clicking on ‘Send

Message To List’
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= Groupcall Messenger

! File Messages Help
Editing: Attendance GC-S Audio Library

English English
Messzage for you Englizh - Message for you
Fla
Message Englizh - Attendance Message Absant from school
Wait for transfer English - Wait for transfer Attendance Message |
Call on Behalf of Englizh - Call on Behalf of Call on Behalf of

ransmission Status

o Uploading English, Message
Sending Messages...
Inserting Message. ..

W

Question X|
Enter Meszage Description ?
> [ottendance GL-S |
(4
Thank you and good. ..
Transfer failed El
[Save Template .-’-\s...] [ Template Summary ] [ Uze ] [Hename] [ Delete ]
l Send Message Lo List ] ’_ Cancel ]

1 Voice and 1 SMS (Text) destination(s) in list

Once you have selected ‘Send Message To List’ you will be prompted to enter a message
reference, which will be automatically date and time stamped for your future reference.

Your message will now be processed and delivered to its intended recipients.
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Appendix 8 - Marking contacts as ‘exclusions’ from the Groupcall Message

If a parent has contacted the school to identify that their child will be absent from school
for a period of time, you can add that pupil or contact to an exclusion list.

This works by identifying the pupil/contact and right clicking on their name and selecting
‘Add to Exclusions’. This can be applied for a specified time, or permanently. An example
follows:-

! File Messages Help

Pupils] Skaff ] Contacts [ Groups  Attendance

|Attendance Type v | | Unauthorised Absence - Unresolved W | Fillters

C ¥
Diake From Dake ko |;::y> v| |z:rnv} v|
'Mon, SFeb2007 v | |Mon, SFebzo07 v | AMandPmM v | P ——

|<:Any> V| |=:P.ny:= v|

Zinly Include Students From

|.¢\II Students v | Search

Send using | SMS + | as a preference, except for members of group -

Far voice calls include Haome, Mobile or [ work numberis)

Selected Destinations

¥ Foute  Surname First Mame Class | Year House Aftendance Info SMS
|:| SMS williett Elizabeth Room 4 4 Blue 5 Feh 0411557652
[1 waice MeArthur Aimes gl ] Red 5 Feh
] woice Moakes Scott 8.1 ] Elue S Feb
Woice I S Room4 4 Gold 5 Feb

Invert Marks
Unrnark all

< Make Group *

Remove From List  Del ke Group ] [

Add to Exclusions II

Print: List ] I Hext »>» ]

l 4 Recipient|z)]

Once selected, you can specify that contact via Groupcall Messenger with the identified
pupil will be excluded ‘Until Date’ specified, or permanently.

rclude %

Jacqueline Elder

ton Tue Wed Thu Fri Sat Sun

1 2 3 4
E 7 8 9 1M N
12 13 14 15 16 17 18
19 20 &1 22 23 24 2%
26 27 28 29 30

[ IToday: 310542006

[F'ermanently” Until D ate ] [ Cancel
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In all future Attendance, group or individual searches, any pupil that has been marked as
‘Excluded’ will be identified and automatically marked for removal from message recipient

lists.

= Groupcall Messenger - Integris - West Coast District High School - Mext Status Check in 5 mins E|@|IX|

! File Messages Help

Pupils I Skaff I Contacts [ Groups  Attendance

|.ﬂ.ttendance Type w | | Unauthorised Absence - Unresolved w | Fillters

Class Year
Date From Date ko |<:,n,ny;> - | |<.C\ny:> I |
Mon, SFeb2007 s | [Mon, SFeb2007 | AMandPM v oo

|<Anv> V| |<F~nv> "|

Only Inchude Students From

|.C\|| Students w | Search
Groupcall Messenger,
Send using n E5 H

For vaice calls indude  [W]H Q There are 1 MARKED entries in the list.

‘fou need ko Remaove of Unmark them before vou can continue.
Selected Destinations _

X

¥ Route  Surname SMS

|:| SMS williett T o= e o 0411557652
[ voice Mearthur Aimee g.1 ] Red 5 Feb

[] voice  Moakes Scott .1 a Elue 5 Feb

oice Price Tiffani Room4 4 Gold Excluded Until Mon 19-Feb-07

< I | >
[ Clear l [Remove Marked ] [ Make Group ] [ Prink Lisk ] [ Hext >> ]

4 Recipient(s], 1 Marked

Once the individual has been removed by selecting ‘Remove Marked’ you may proceed with
sending the message as normal.
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Additional functionality has been built into the Groupcall Messenger Application to assist
you with normal operation of the software.

These enhancements are available by selecting ‘Help’ from the main application file menu:

Pupis | Staff | C

attendance Tvy

Date From

Mon, 5 Feb 2

Groupcall on the Web
Check for Updates

Check Internet ce - Unresolved

4

Remate Suppart

v | |amandpm v

About

Only Inchade Students from

|.C\II Students

Groupcall Messenger, - Integris - West Coast District High School - Next Status Check in 5 mins [Z”E|E|

! File Messages Help|

Filkers

Class ear

|<:.0.ny:> V| |<.C\ny> V|
Gender House

|<:P.ny:= V| |<:F\ny:> "|

- | Search

Send using | SMS

w | as a preference, except for members of group

Selected Destinations

For voice calls include Horme, Mobile or [ Work number(s)

X | Route Surname First Mame Class | Year | House Aftendance Info SMS
|:| M wiilliekt Elizabeth Room4 4 Elue 5 Feb 0411557652
[ voice Mearthur Aimes gl ] Red 5 Feh
[ wvoice  Moakes Scott 2.1 ] Elue S Feb
< >
[ Make GEroup ] [ Print Lisk Mext >>» ]
| 3 Recipient(s] ﬂ

e Groupcall on the web
Will automatically log you onto our secure website with your school credentials and
allow you to send text messages via our web interface to allow you to become
familiar with this function prior to sending messages when you may be out of school

e Check for updates
Will automatically direct you to our secure website and confirm that you have the
most recent version of the Multi Language (ML) Application and download a new
version if necessary

e Check Inte

rnet

Will confirm the status of your Internet connection specifically to ensure that
Groupcall messages will be delivered successfully

e Remote Su

pport

Will allow a Groupcall Technical representative to assist you remotely using our
secure Citrix based remote support tool
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Appendix 10 - Technical Specification

Groupcall Messenger interfaces fully with the following MIS systems:
Pearson Phoenix Gold, E1

Facility CMIS

Capita SIMS

Integris, G2

SEEMIS

In addition to operating in a ‘Standalone’ mode, for independent use of the software
without the availability of an MIS.

Groupcall Messenger benefits from its own unique ‘Auto Update’ feature which allows you
to take full advantage of the most up-to-date feature rich functionality from the UK’s
leading provider of Parental Contact and Truancy Management systems for Schools and
Local Authorities.

The software is installed to a shared network location, allowing multiple staff throughout
the school to send SMS, Voice and eMail messages and check the individual delivery receipt
for every message recipient. The application will automatically update message statuses by
contacting our messaging servers if the following parameter is passed to the application -
‘/poll’

The software operates as follows:

Within the Groupcall folder there is a small application ‘Groupcall_ML.exe’ which is
identified as a ‘runner application. This reads information contained within the
configuration file ‘GCRun.ini’ which identifies the most recent version revision that the
main application will run.

This allows the same shortcut to remain on users desktops even after an automatic update
has taken place, as the new application revision will be downloaded and will also update
the ‘GCRun.ini’ file accordingly.

When creating a shortcut to place on a user’s desktop, please ensure that the following
rules are adhered to regarding specific MIS systems:

The desktop shortcut should point to the following location:
\\networklocation\groupcall\groupcall_ml.exe /poll

The specific MIS system details can be specified within the Groupcall.ini file under the
section heading: [DefUserParams] and takes the format: MIS=<Your MIS system Name>

Should you have any questions relating to the operation of our Messenger software that you
believe have not been covered within this guide, please contact a member of our support
team who will be more than happy to assist you with your query.
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